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MAINTAINING EVIDENCE STORAGE AREAS

16.1

16.2

16.3

16.4

16.5

16.6

All evidence in long-term storage shall be sealed in accordance with ISP Forensic
Services Protocol. )

<
All evidence shall be properly logged into the evidence 1nvento1{..@s em.

The evidence storage areas shall be kept clean and well or %)%ed

The evidence vault shall be kept locked except when Q&)leed personnel are in the
vault,

The only individuals who are authorized to epte t rvised are the
custodians of the vault who are directly 1& 31b1 idence stored in the vault.
When a custodian of the vault ceasesg hav @} er the vault or its contents, all the
evidence shall be audited. The Vak{?)and b@v shall be inventoried at least once
annually. \(b' 0
2
\6 c)OQ \%
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17
DOCUMENT CONTROL AND MAINTENANCE

17.1  Documents shall be maintained and destroyed according to the department record
retention policy as outlined in the department electronic handbook.

Card files and/or electronic databases that are used to reference case&s shall also be
stored according to department record retention policy. Card file ahd/or electronic
databases shall be stored in a manner and location most appropgiate for the specific file to
ensure continued accessibility.

‘\O

17.2  Case record storage and seculity All current case ﬁle@?ﬂll be stored in a secure area
maintained by ISP Forensic Services. As case file olf@nd become inactive, they may be
transferred to a secondary storage location wit @te acgess The potential for damage to the
files by fire, water, heat, and humidity shall téf nim h as feasible. All honiicide
files shall be stored separately and not tia{@ ed se ry location for storage

17.3  Forensic Services policy manuals, sta%ald o@at'
manuals, ASCLD/LAB manuals, gk@otheéc}se
value shall be managed consi Pro: document control. Current
documents shall be ava;lable uss\ thestaff and all obsolete documents shall be

archived by the quahtyl from general usage.
ality system shall be maintained electronically.

17.3.1 The official approve @ me
They shall be av to aff electromc read-only format. The Quality

Manager or dGSI @Qﬁ i?@x an independent electronic backup updated more often

ocedures (SOPs), training
related documents of long term

than or near time sp e months.
17.3.2 Dlsmphne ers may mainéain an official hard copy of approved SOPs and training
plans. ipline leaders shall maintain the approval for SOPs and training manuals in

the ipline.

17.3.3 Thgﬁahty manager may maintain an official hard copy of the approved
quality/procedure manual and the health and safety manual. The quality manager shall
maintain the approval for the quality/procedure manual and for the health and safety
manual.

17.3.4 All other copies of approved documents whether in electronic form or in written form are
unofficial copies only,

17.3.5 Obsolete quality documents whether electronic or hard copy shall be clearly designated
as obsolete so that the reader shall recognize that the document is obsolete.

17.4  Training plans, SOPs, policy manuals, and safety manuals shall be reviewed annually.
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These documents shall be revised as necessary to ensure that they reflect current policies,
practices, and technology.

Documents that contain confidential or sensitive information shall be burned or shredded when
they need to be destroyed.

Retention and Circulation of journals:

Forensic Services shall purchase and retain major journals pertaining todhe examinations
performed by its laboratories. Literature shall be circulated both in -atories and between
laboratories to individuals for whom it would be appropriate. IS%&\rensic Services shall
provide Internet services to compliment library materials. (%)

Each laboratory shall maintain an adequate forensic library temciude literature published in the
areas of expertise and services offered by that laboratory\@ system or procedure shall exist to
encourage a review of new literature by the appropriai;e&rsonnel.

Changes made to correct mistakes in punctuatif), Kaghé'?s lling, numbering, etc. in
documents of the quality system that do not e thethe of a quality document are not
regarded as a revision of the document aI{k@Cﬁot @uit filter a change in the revision number
or documentation.
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HANDLING COMPLAINTS AND DISCL.OSURE OF INFORMATION

18.1

18.2

18.3
18.3.1

18.3.2

18.33

18.3.4

ISP Forensic Services considers valid complaints to be indicators of customer
dissatisfaction and an opportunity for improvement. Forensic Services shall take
appropriate steps to address complaints regarding its services in order t@mwde the
highest quality service to its customers, \O

The ISP complaint procedure shall be followed if appropriat @en a complaint is made
against any department employee. %

Disclosure of Information: (0

Section 15.14 of this quality manual contains the pt\l@)y fo e release of reports and the
related documentation prepared as a result of ¢

The Public Records Act, 1daho code 9-338 thxough 9 é@ junction with rules
established by this agency governs the re P\ of a & documents and records to
the general public.

The procedure for release of mfouna@n thr @h dé)‘o&ery in criminal cases is contained
in the Idaho Criminal Rules, 16 (b&@ \(\

The procedure for the release form
contained in the Idaho Crimir

h a court order in criminal cases is
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19
QUALITY AUDITS AND QUALITY SYSTEM REVIEW

19.1 A variety of audits and inspections are performed. The purpose of these audits is to
identify noncompliance with applicable standards whether they are internal or external
and remediate those areas of noncompliance through corrective action hofh formal and
informal. O

19.2  Quality audits: A quality audit shall be conducted on no less %@%n annual basis of all
three ISP Forensic Services laboratories. Each 1ab01at01y shall be audited for compliance
with established ISP Forensic Services quality policies, % h and safety policies, and
ASCLD/Lab accreditation criteria.

19.2.1 The quality manager shall issue a report to the lab ?%1 age1 and to the
major/manager of Forensic Services Iegaldmg 01t shall note outstanding

performance, may contain 1ecommendat10ns 1all have attached to it
quality improvement actions (QIA) regar; ﬁ'g 31g11 tions from the quality
system if QIAs were generated as p e av ﬁle tracking forms used to
document corrective action for 51gn1 nt d m the guality system and are

discussed in chapter 12 of this ma‘& 1

19,3, Technical audits: The dlSC lea el expert in the discipline shall pelfcnm
an annual technical 1ev1 s@u in each laboratory that offers services in the
specialty. If a discip h§b en@t nly one laboratory, then the technical audit is
optional. These t e performed as part of the annual quality audits.
Suggested tasks }1 VIeW include:

19.3.1 Review 31gn nt nun 3&

19.3.1.1 Ap ‘spuate use of 1oved SOPs.

19.3.1.2 @\ch}smns
19.3.1.3 { Pocumentation.

19.3.1.4 Q Controls and standards - appropriately used and authenticated.

19.3.1.5 Reviewing for conformance to quality guidelines.

19.3.2 Review use of equipment. Suggested tasks as follows:

19.3.2.1 Validating equipment using appropriate procedures.

19.3.2.2 Performing calibrations using designated methods and properly documented,
19323 Performing maintenance procedures as required using designated methods.

19.3.3 Discuss issues and problems with individual analysts and with groups.
19.3.4 Quality issues particular to this discipline,

19.4  Audits specific to forensic DNA laboratories shall be performed in compliance with
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current national quality standards.

19.5 Review of the quality system: Each year, the management team shall review the quality
system to ensure that appropriate measures are being taken to provide high quality
services. This review shall include at least one of the following:

19.5.1, Management team review of the annual reports submitted to ASCLD/LAB regarding the
self-evaluation of each lab for compliance with the ASCLD/LAB accreditation criteria.

19.5.2 Review of the quality audits of the three laboratories by the managementfeani.

19.5.3 Report regarding the state of the quality system in ISP Forensic Servé@& prepared by the
quality manager or other designated individuals, é\

%Q
O
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LABORATORY SECURITY

20.1
20.1.1

20.1.2

20.13

20.1.4

20.2

20.2.1

20.2.2

20.2.3

20.2.4

20.3
20.3.1

2032

Access to the forensic laboratory:

Ingress/egress points to the laboratory shall have operable locks. The entries shall be

locked at all times when not under the direct supervision of staff. The laboratory shall be
secured during vacant hours by an intrusion alarm. O

Only personnel staffed to the laboratory as part of their routine n&mon (e.g., forensic scientist
series, forensic evidence specialists, laboratory technicians aﬁxmtants the quality manager,
the major/manager and administrative support) or those individuals designated by the laboratory
manager shall have unrestricted access to any forensic labQratory during normal duty hours,
after-duty hours, and the opening and closing of the I t(ny Only the laboratory manager
may add to or remove from the list of personnel ha thissagcess to the laboratory.

The laboratory manager or his/her designee is let Qo%e record for all keys, pass
cards, secunty codes, etc. allowing access to abot %x cord of the individuals having
possession of all such devices allowing %@to t)@\fab shall be maintained either in
writing or electronically.

All security codes, keys, etc. shall begnend&ﬁ bb(elmmanon of employment. Security
codes shall be removed in a timel thY\ lectronic access device whenever an
individual leaves employme S @ an compromises any such device.

Laboratory visitors:

Anyone entering the @1 ted \61 t1&'1 areas of the laboratory who is not employed by
ISP or does not w k\%ﬂll @(my system shall be required to sign a log book
prior to entering ny sy 1ti the laboratory. Restricted/operational areas of the
laboratory atg ﬁned as’a re that evidence is open or may be analyzed or any
evidence s ge area.

This 10 shall contain pertinent information to identify the individual, the time
per' VISlt the staff member accompanying the visitor, and the reason for the
VlSI S

Laboratory personnel shall accompany any visitor accessing restricted/operational
portions of the laboratory at all times.

Visitors shall don appropriate safety attire, if such is a requirement of laboratory
personnel within a given laboratory location.

Primary controlled substances standards:

Access to the primary drug standards cabinet (located only in Meridian) shall be limited to
personnel designated by the laboratory manager. The laboratory manager shall maintain a list
of the personnel having access to this drug cabinet.

This cabinet shall remain locked at all times except when being accessed by designated
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personnel.

This primary drug cabinet shall be structured in such a way that two designated personnel shall
be required to open this cabinet at any given time.

A logbook shall be maintained for the primary drug standards cabinet that shall list the date and
signature or initials of personnel accessing the primary standards cabinet.

20.3.5 Inventories shall be kept of all primary standards listing drug, source, initial gross and net

20.3.6

20.3.7

20.3.8

20.4
20.4.1

20.4.2
20,43

20.4.4

20.4.5

20.4.6

20.5

weight, weight used, audit record, and how authenticated.

The gross weight of the standard and the container shall be entered intodhe inventory form prior
to removing any drug standard from its container. After a portion Qfé@standaid has been
removed from the container, the gross weight of the standard ant{.th% container, the date, and the
initials of the user shall be entered into the inventory form.

The primary standard container shall be returned to the doub@ockmg cabinet. Both parties
involved in obtaining the pnmaly standard shall initial { s@ag sheet.

The combined weight of the primary controlled substaqs; standards and container shall be

audited annually. \6 *
R K
C)

Secondary controlled substances standards:

Allowable amounts of secondary standar: s\(') ar 1] bin mushrooms, and GHB - 50
grams; Schedule I and II controlled s ces ams; and Schedule III, IV, and V

controtled substances one gram or ﬁ table
The standards shall be mamtame the laboratory.
is added to the secondary standards of a

An inventory sheet shall be ¢ %e ny
laboratory. This sheet shall réffect t@az@/ he drug, source, date added, the initial net/gross
weight, and how authent]

A gross weight shall ordédh \fn h%rventmy sheet each time a controlled substance is
removed from its gontainer he name of the user and the date.

The combined weight o @ ary controlled substances standards and containers shall be
audited annu

All contm substances h@ by ISP Forensic Services laboratories shall be entered into the

contlol ubstances inventory. The only controlled substances samples that are not required
Qﬁd into the controlled substances inventory are evidence samples submitted for

ana sis which is found to contain controlled substances or controlled substances standards that

can be purchased without a DEA license.

Quantities of controlled substances in excess of the amounts allowed in these quality policies
may be held and used by individuals performing research and development. However, the
Major/Manager shall grant prior approval in writing for each request.
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21.1 The ISP Forensic Services health and safety program is documented in its health and

safety manual(s).
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22

PERSONNEL PROCEDURES

22.1  General personnel procedures:

22.1.1 Offices shall observe Official State of Idaho business hours, which are Monday through Friday from
8:00 a.m. until 5:00 p.m. Altering the standard work schedule may be authorized by the
major/manager. ()

22.1.2 Identification shall be worn at the ISP facility in Meridian. ‘\O®

~\

22,2 Guidelines for interns and non-personnel: @K

22.2.1 Internships with ISP FS are non-funded positions. %

22.2.2 Candidates shall be evaluated on a first-come, first-serve basis. ‘\O

22.2.3 Interns shall only be accepted if a forensic scientist or lab ma r volunteers to supervise and mentor
the individual. Upon apploval from the lab manager, spemf{ uti interns shall be left to the
discretion of their supervising forensic scientist. % &

22.2.4 The following restrictions shall apply for the internshi gal

222.4.1 Shall be college juniors and above mteln@ co x it toward a degree in Chemistry,

shall already possess a degree in one

Biology, Molecular Biology, or a closglyy ated\ ler
of the above areas,

122.2.4.2 Shall have a recommendation flOﬁ\@plth@i @gﬂy advisor or other professional.

7222423 Shall pass backgmund check oly
22244 Shall remain under the close 3 renslc scientist at all times.
22.2.4.5 Shall become familiar overning Conduct and Confidentiality and health

nSiPR&'V

and safety policies of 1%{
tin tory scenes or crime scenes unless accompanied

22.2.4,6 Shall not attend clan

by a forensic scigniist, @c ry sensitive or hazardous areas shall not be permitted.
22.2.4.7 May attend 31es wpanied by a forensic scientist.
22248 Shall not owed in any a of the laboratory afier business hours unless

accom d by a forensic scientist.
22249 Shal fiot be allowed in designated areas of the laboratory without permission,
22.2.4.10 Shald not be involved in the analysis of evidence.
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23
SUBPOENA POLICY AND WITNESS FEES

23.1  Subpoenas shall be prioritized in the chronological order that they are received at the
laboratory. In cases where multiple subpoenas are accepted for a given day, it shall be
the duty of the forensic scientist to notify the attorneys of the conflict sethat they are
aware of the situation and can work out the scheduling conflict.

23.1.1 The Idaho State Police Forensic Services shall accept subpoenas Hcf‘estify for the prosecution
in Driving Under the Influence cases when an Intoxilyzer or é@ Sensor was used only in the
circumstances where:

23.1.1.1 The defense has acquired its own expert. ‘\0

23.1.1.2 An wnusual circumstance has occurred surrou the administration of a DUI breath

test which shall necessitate expert testimon &@ the-part of Forensic Services.

23.2  When summoned to State or Federal Court i C‘l}se ﬂob related civil cases,
employees shall report to the court as par {[l? eir 11y 1elated duties.

23.2.2 Any fees collected shall be remltted o St( mancial Services if witness fees are
paid by the couit. C)
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CRIME SCENE AND CLANDESTINE LABORATORY CALL-OUT AND ASSISTANCE

24,1

24.2
24.2.1

2422

2423

24.3

24.4

24.5

The Idaho State Police Forensic Services shall provide support at crime/clan-lab scenes subject
to the following guidelines.

9
The following are recommended guidelines for responding to crime Q@les
When assistance is requested, determine the nature of the crime, gagency and officer
requesting laboratory assistance, and any other information t y help identify the needs of
the personnel at the scene. Notify the major/manager or his designee, relaying the above
information. The forensic scientist, lab manager, or majosfmanager may then contact the
regional captain of ISP Investigations and commumc ertinent information and request for
assistance,

If ISP Forensic Services elects to respond, the ;glonal forensic scientists that
may be of assistance at the scene and p1ocee lgfzdjat 1d collect any supplies
1equued
Forensic scientists shall identify them @; to en ment personniel who are present at a
crime scene. Ensure that all 1equests§1 ex and equipment follow the chain of
command through the primary of! @cy@ ISP Forensic Services personnel have
arrived on scene. X

D" W
When crime scenes repre@ @n t, law enforcement personnel shall secure the scene
prior to laboratory pessGhhel b€eo &Wolved on-site. Forensic Services personnel shall not
remain at a crime gcbe or de ab if insufficient law enforcement officers are present to

conditions bggome conipfo , Forensic Services personnel may immediately leave the
premises. orensic scientst shall notify the appropriate authorities as to the reason the

departut'Q/as necessary.

Only trained clandestine laboratory personnel shall be allowed to enter a suspected clandestine
laboratory site, Forensic scientists so trained shall have completed the requisite course-work as
outlined by ISP Forensic Setvices and the Department. Prior to entry into such, Forensic
Services personnel shall put on clothing and safety equipment commensurate to the
circumstances. Prior to entering a potential laboratory, Forensic Services personnel shall
ensure that fire and safety personnel have been notified or are present.

maintain securityyWhe fhe s;@ y of a crime scene or clan lab becomes uncertain or safety

Only the minimum quantities of clandestine laboratory products, precursors, or equipment shall
be collected by Forensic services personnel assisting at these scenes. Samples collected at
clandestine laboratories shall consist of only a few milliliters of liquids or a very few grams of
solids. If larger quantities of products or equipment are to be collected, Forensic Services
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personnel shall not take custody of it

24.6

ISP Forensic Services shall not accept responsibility for another agency’s chemicals,

equipment, etc., collected at clandestine laboratory scenes. ISP Forensic Services shall not
accept for destruction or storage any chemicals other than those collected by its personnel at

such scenes.
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25
DRESS CODE

25.1  Forensic laboratories contain many chemical and biological substances that are damaging

to clothes and/or harmful to people. @)
\

252 Rev, 1, dated 02-01-2002, of the ISP Forensic Services Heal&ab@% Safety Manual states
in 3. 27 “General clothing considerations: While in the laboratory, shoes with adequate
gripping surfaces shall be worn (many dress shoes do ng ss-éet this criteria), open-toed
sandals are not permitted, long hair and loose-fitting agém shall be secured, and ties
shall not be worn. When worn in the laboratory, S #Police\identification badges shall
be secured inside of one’s lab coat to prevent p@al&; contamination,”

25.3 In consideration of the ISP Forensic Servi @%eal \al % Manual and the needs of
forensic scientists that work daily in atm code was modified to allow
the following attire: &@

25.3.1 The wearing of jeans or other casu@pant ll@e% atory is acceptable. The pants shall
be in good condition with no %L’ an sta@

25.3.2 Polo shirts (in good conditionwith ol tains) are acceptable for wear in the
laboratory environment. Q@ t'&; ptable.

25.3.3 Shoes (conservativ ear hﬁzbe protective of the feet, plovide support and
cushion when wo @)1 $ m \l(ald surfaces, and provide a gripping surface on
the floor.

2534 ISP Fmensw.&%'vmes statf @mve a ready change of clothes for court or other duties
1equnmg I ormal attireNf he/she chooses to wear the permissible casual attire.

25.3.5 ThlS dr ode applies to Forensic Evidence Specialists (FES). However, FES shall

ock or laboratory coat over the their casual attire while in the front office.

25.3.6 tandald department policies apply during periods of time when FS employees are
pelformmg duties outside the laboratory or attending meetings or conferences.

25.3,7 Employees not meeting this dress code (as interpreted by the lab manager or

major/manager) may be asked to change their clothes on their own time.
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